NASPNCLAI NST 5112. 2
Code 11000

NASPNCLA | NSTRUCTI ON 5112. 2

Subj: MAIL HANDLI NG PROCEDURES FCOR NAVAL Al R STATI ON PENSACOLA REGQ ONAL
COMVANDS

Ref : (a) Federal Records Act of 1950 (44 U.S.C. 2901) Section 506 (b)
Part 101-9
(b) DOD 4525.6M Vol |
(c) DOD 4525.6M Vol 11
(d) OPNAVI NST 5112.6C
(e) DOD 7000. 14-4
(f) OPNAVI NST 5510. 1H
(g) CNET PENSACOLA FL 241814Z Sep 98 (NOTAL)
(h) NASPNCLAI NST 5218. 1A

1. Purpose. To establish policies, responsibilities, and procedures to
institute and naintain operating and controlling procedures to ensure the
proper and expeditious delivery, processing, and di spatching of personal mail
for NAS Pensacol a regi onal commands per references (a) through (h).

2. Background. Reference (g) assigned Conmandi ng O ficer, NAS Pensacol a,

regi onal service provider responsibility for training support and installation
managenent functions. Delivery, processing, and di spatching of personal mail
does not fall within these functions.

3. Ceneral. General Services Agency (GSA), Department of Defense (DOD), and
t he Departnment of the Navy (DON) have issued restrictions on the receipt of
personal mail by mlitary and civilian enpl oyees of CONUS based commands.
These restrictions are based on the premise that individuals residing where
they receive direct service fromthe United States Postal Service (USPS)
shoul d receive their mail at that address. The followi ng are direct excerpts
from GSA, DOD, and Navy instructions concerning the receipt of personal mail:

a. Federal Records Act of 1950 (44 USC 2901) Section 506(b) Part 101-

9202(P), Federal Ml Managenent: “Notifying facility personnel that personal
i ncom ng, internal, and outgoing mail may not be processed in agency
facilities. An exception may be granted at a facility for personnel living on

the facility or other situations where agency/facility personnel would
ot herwi se suffer hardship.”

b. DOD Postal Manual Vol 11 (DOD 4525.6-M Chapter 3): “Ensure personnel
residing in housing or billeting where USPS provides delivery service are
receiving their personal mail at their quarters address and not through the
unit mail room DOD resources or personnel may not be used to do duties
whi ch, by |law or agreement, are the responsibility of USPS.”

c. OPNAVINST 5112.6A (Par. 804.1a): “Personal mail for personnel living
on and off base in private or government quarters where USPS provi des service
shal |l be addressed to their hone address to insure conpliance with reference
(a) Volume 1. Ml for personnel living in barracks, BOQ s, etc., where USPS
does not provide service should be addressed to their unit address or box
nunber address in order that it nmay be handl ed separately fromthe activities
official mail.”
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4. Action/Responsibility

a. Commands will initiate prograns to restrict the receipt of persona
mail by both military and civilian enpl oyees. Exceptions may be granted for
the foll ow ng:

(1) Mlitary menbers permanently residing in barracks/quarters not
provi ded delivery service by the USPS.

(2) Mlitary personnel, their dependents, and DOD civilians traveling
under official orders may receive mail through their work address until a
resi dence address is established.

(3) For service nenbers and civilians only for the receipt of
pr of essi onal papers, journals, and other direct job related materials, or
t hose service nenbers whose duties prohibit their ability to receive nai
daily at their quarter’s residence.

b. Every command and activity in the region is responsible for providing
mail service within their command, and to preserve the inviolability of
of ficial and personal mail in accordance with reference (b) through (f). Al
tenant conmands and activities onboard NAS Pensacola will:

(1) Designate by letter an E-7/GS-7 or above to act as the posta
officer for the command. The postal officer is responsible to the conmander
or commandi ng officer concerned for the overall supervision of posta
functions of the comrand.

(2) Maintain proper safeguards and security control to prevent
depredations of the mail

(3) Maintain a conplete and effective mail directory service.

(4) Furnish all personnel with their correct mailing address while
attached to the command and their correct change of address upon transfer

(5) Ensure all personnel who handl e and process personal mail have
know edge of and conply with policy and procedures contained in references (D)
through (f) and this instruction

(6) Issue standard operating procedures (SOP) in the formof a posta
directivel/instruction citing pertinent information relative to mail services
and facilities of the command.

c. Al personnel handling official material and/or personal mail wll be
designated as Mail Orderlies. See reference (h), Chapter 111, for Mai
Orderly qualifications and designati on procedures, and reference (h), Chapter
VII1, for pickup and delivery schedules for U S. Mil

d. Al mlitary personnel reporting into the region will check in/out
with their respective command unit mail room upon arrival/departure. Upon
checking in/out, personnel will fill out an OPNAV Form 5110/5, Change of
Address Card. Commands and activities are responsible for providing correct
mai | i ng addresses for new and departing personnel. Mlitary personnel wll
receive mail through their respective commands and activities. Mil will not
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be addressed to Bachelor Quarters (BOQ BEQ w th the exception of mlitary
personnel working on bachelor quarters staff. Personal mail nust be properly
addressed, at a mininum wth the full name (no nicknanes or using niddl e nane

as first name), branch of service,
state, and zip code. Internationa

nane of conmand, street address, city,
mlitary personnel should include their

country service in addition to the above address information. The primary

cause of delay in the nai

i s inproper addresses. All personnel nust keep

their correspondents informed of their conplete and accurate nail address.
Fol | owi ng are some exanpl es of correct addressing:

ACAA JONATHAN M JONES USN
ACC SCHOOL

NATTC

230 CHEVALI ER FI ELD AVE
PENSACCLA FL 32508-5113

LCDR CCOREY B DAVI S USN
NOM

220 HOVEY RD

PENSACCLA FL 32508-1047

LCPL FRANK W LLI AMS USMC
MATSG

222 EAST AVE

PENSACCLA FL 32508-5108

ABH3 JOHN P JONES USN
Al R OPS

NAS PENSACOLA

190 RADFORD BLVD
PENSACCLA FL 32508-5217

5. Qutgoi ng personal mail

for depositing personal nai
an aut horized USPS mail receptacle.
to provide delivery of another
provi de any ot her persona

ENS LARRY SM TH USCG
CG LI Al SON OFFI CE

2081 RADFORD BLVD STE B
PENSACCLA FL 32508-5531

AB AMY F BROWN USAF

DET 2 361ST TRS

230 CHEVALI ER FI ELD AVE STE A
PENSACCLA FL 32508-5142

M5G JACK L HANSON USA
BASE VETERI NARI AN

52 TURNER ST

PENSACCLA FL 32508-5254

ENS SHAWN GOULDEN USN
APl CLASS 99009

NASC

181 CHAMBERS AVE STE C
PENSACCLA FL A32508-5221

Mlitary and civilian enpl oyees are responsible
at a U S Postal Service (USPS) branch office or

Mail orderlies/clerks are not authorized

i ndi vidual"s personal mail to the USPS nor

This restriction on personal service is

necessary to avoid any question as to responsibility if any personal mail is

| ost.

6. Training. Initial training of personnel in mail handling duties and nai
directory service may be scheduled with the Consolidated Mail Facility,

Bui | di ng 40, at 452-4124.

respecti ve conmand/ activity postal

Subsequent training will be the responsibility of
of ficer/official mail nanager

7. Forms. Forms nentioned in this instruction are avail able through nornal

supply channel s.

Di stri bution:
ACD

St ocked:

Commandi ng O fi cer

NAS Pensacol a

190 Radford Bl vd
Pensacol a FL 32508-5217

J. M DENKLER



